STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT

EMPLOYEE NAME:

CLASSIFICATION: POSITION NUMBER:
Associate Governmental Program Analyst

DIVISION/BRANCH/REGION: (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT: (UNDERLINE ALL THAT APPLY)
CCLD Continuing Care Contracts Branch
SUPERVISOR'S NAME: SUPERVISOR'S CLASS:

SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

Designated under Conflict of Interest Code.

Duties require participation in the DMV Pull Notice Program.

Requires repetitive movement of heavy objects.

Performs other duties requiring high physical demand. (Explain below)
None

I o

Other (Explain below)

| certify that this duty statement represents an accurate | have read this duty statement and agree that it represents the
description of the essential functions of this position. duties | am assigned.
SUPERVISOR'S SIGNATURE DATE EMPLOYEE'S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):
El None |:| Supervisor |:| Lead Person |:| Team Leader

FOR SUPERVISORY POSITIONS ONLY: Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY: Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:

It is the mission of the Community Care Licensing Division to promote the health, safety, and
quality of life of each person in community care through the administration of an effective
collaborative regulatory enforcement system.
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CONCEPT OF POSITION:

Under supervision of the Branch Chief (CEA I) and Branch Manager (SSM 1) of the Continuing Care
Contracts Branch, the Associate Governmental Program Analyst (AGPA) uses a wide range of
analytical skills to perform the more difficult assignments, prepare recommendations and final reports
for various program projects and develops recommended courses of action relating to specific
continuing care contract facilities. The AGPA is responsible for conducting statewide monitoring of
continuing care contract providers and their ongoing compliance with governing statutes.

A. RESPONSIBILITIES OF POSITION:

30% Reviews providers' annual audited financial statements and reports to ensure current
financial reserves for future obligations are adequate and in compliance with the Continuing Care
Contract Statutes. Prepares technical instructions and communications to providers and their
CPA representatives. Coordinates investigations of financial and/or management related
problems of facilities and recommends appropriate action to protect residents and their
investments.

30% Evaluates applications of new continuing care projects for marketing and financial feasibility
to determine whether resources and financial plans appear adequate to meet contract obligations.
Monitors the pre-sale and construction activities of new projects and controls escrowed funds to
protect deposits made by potential residents.

15% Develops and implements statewide policy to insure compliance with provisions of the state
law and associated regulations

10% Analyzes and reviews continuing care contracts, residential agreements and/or other facility
admission agreements for compliance with the Continuing Care Contract Statutes and Residential
Care Facility for the Elderly.

5% Develops and provides training on continuing care for the Community Care Licensing Training
Academy and conducts training/refresher sessions to CCLD district office staff. Represents the
Department and participates in forums/seminars with providers of continuing care.

5% Prepares Requests for Proposals and Invitations to Bid to solicit industry specialists to act as
consultants and provide technical expertise to the Branch. Participates on rating committees to
review proposals/bids; works with the Contracts Branch to develop contract language; acts as
CDSS liaison to contract consultants.

5% Works with industry representatives, provider organizations and the legislature to develop
legislative proposals and statutory language.
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B. SUPERVISION RECEIVED:

This position is directly supervised by the Manager of the Continuing Care Contracts Branch.

C. ADMINISTRATIVE RESPONSIBILITY:

None.

D. PERSONAL CONTACTS:

This position has frequent contact with Chief Executive Officers, Legal Counsels, Certified Public
Accountants and other representatives of applicants and providers; national and state provider
organizations; the Continuing Care Contracts Advisory Committee, whose members are
appointed by the Governor and Legislature; legislative personnel, federal agencies, private
counsel and the general public. Frequent contact also occurs with other CDSS staff, staff from

other governmental agencies, the Health and Welfare Agency, Legislators, and the Governor's
Office

E. ACTIONS AND CONSEQUENCES:

The AGPA represents the Department and must work diplomatically with the public, the CCRC
industry, other agencies and the public in general. Poor judgment or failure to perform duties

responsibly and thoroughly could result in a massive loss of investments by elderly residents and
high liability for CDSS.

F. OTHER INFORMATION:

The AGPA must have superior organizational skills and be able to complete a variety of
assignments within statutorily mandated time frames. In addition, the AGPA must be able to
objectively handle assignments and diplomatically work with the public and private sectors. The
AGPA must also be able to write and articulate clearly on various issues and be able to work in
a team setting.
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